
APPLICATION FOR REC3RDC RETENTIOM SCHECillLE 

D a t e  S u b m i t t e d :  February 19, l S 2 S  

Agency C o n t r o l  tt: 88-47-1 Archives C o n t r o l  tt: 89P??1-C? 

CREATING OFFICE: Inpate Records O f i k  APPROVED SCHEDULE NO: 7 '4-112-4. 
Georcia Devartnent of Ccrrect ion i  
2 M.L.X., ?r. Drive, S.E. 
Atlanta GA 30234 

APPROVAL DATE: FEe 9 

P e r s o n  t o  C o n t a c t :  S i l l  P a r c h ,  State Project Vznape? ( b C 4 :  656-92% 

Action Requested:  

SERIES T I T L E :  

F u n c t i o n  o f  
C r e a t i n g  O f f i c e :  
i ncming prisoners, the current prison population and the coc-cestdy pridone-s ( i n c k d i n g  parc:ees and e s q e e s ) .  
L"assif2, azsigr. an6 transfer inmates r i th!n t k  State Cor-ecticral Systea and t o  othei. S t j t e  2r.d F&r3: agencies. 
Piitt?;is a lccator  and cross-index system 07 a:] priscnei.s currmt1.i incarceratsd and on a ! !  i n a i v i + j s k  k i t h  p r i o r  
i n c ~ i e r a t i o : :  i: the Geo:Sia C o r r e c t i x a l  Sysier. h i n t a i n s  and c-piles s t a t i s r i c a l  data for various lepartx;,ta!, 
%ate,' and F d e r a l  reports. Provides departaeatal mail  a d  teletype service t o  State i n s t i t c t i o n s  and 3u:site 
23encies. 

Record  S e r i e s  D e s c r i p t i o n :  

Lic.:';wnt$ r e i x i n a  to :  

incizded are:  
sentence isposed by the court, and recs:ds of actions dcrins incarceration i n d  u p ~  "21ea52 f roa p r i s m  

Amend 2nd sc>rrsedr Schedule t!Ti-I!Z, aperoved A p d  15,  'g?? its5 1) 

INMATE P E R W N E L  FILES, 1920 t o  ?ate and ccntini i ing t c  .zcc~';%i3:e 

I n i t i a t e ,  administer. na:'ntain. and contx !  t."t c f f i c ia !  in,mte perscnnel fij;.s cn a!i 

Record Copi o f  c5ronolo j ica l  documentation c f  an i m a r e ' s  incarceration 

For each inmte :  c e r t i f i e d  copd ~f the indictaen!, acc-saticn. or bcth; z :ert;fied z c p  9' the i 

Inc id led i n  closed Innate Personnel F i l e i g $ d  af ter  ?ulyl,l!32, are: i n ~ . a t a  !W icz?  Cez;r.'s F i l e .  See S;Mc:e 
t ? l - l ? ? A .  apprsved May i 9 ,  1982 (tab 3 ) .  



- .. Agency Control 038-47-1 Archives Cor.::ol Z:S?224-C? 

SERIES TITLE: 

Access 
Clasification: Confidential State Secrets, O.C.G.A. 42-5-36:~) (tab 2)  

INEATE PERSONNEL FILES. 19?0 t o  date and continuing t o  accursllate 

7 4 - I I 2 - A  
FEB 9 1989 

Retention Requirements: Administrative need requires keeping t h i s  record f o r  15 years a f t e r  :be zaxi,-aTa 
release date. These records are required f o r  frequent reference i n  support o f  l a w  enforcecent agencies, various c1a:x 
by foraer prisoners, j u d i c i a l  inqui r ies,  and subsequent incarceration. 

Legal requirements: 

Recommended Disposition Instructions: 

1)  

2) Inlaate Personnel F i les  dated 1943 t o  1969 
-Upon release o f  innate. uithdraw from the act ive f i l e  and place i n  the inaczive f i l e  
-Upon tpaxizum release date, withdraw from inac t ive  f i l e ;  cut-off quar ter ly  
-Transfer t o  State Records Center, hold 15 years; then destroy EXCEPT . 
-For years ending i n  ; and i, transfer JANUARY f i l e s  t o  State Archives f o r  continuing retention. 

?) Innate Perscnne? F i l e s  dated 1910 and subsequent 
-U.pcn release cif innate. uithdraw from the act ive f i l e ;  place i n  the i nac t ive  f i l e  
-Upon mxinnra release date, uithdraw froa inact ive f i l e  and s ic ro f i lm 
-Load origina: camera negative int; m k x W ; n  jackets 
-Verify f i lm copy against p p e r  f i l e  
-Duplicate (Diazo copy) microf i lm jackets 
-Retain dupl icate copy i n  o f f i c e  f o r  15 years 
-T:ansfer jacketed a i c r o f i l n  negative t o  Archives f o r  secur i ty  storage, hold 15 years, then destroy EXCEPT 
-For years ending i n  2 and i. re ta in  JANUARY f i l e s  f o r  h i s t o r i c a l  prposes 

Personnel F i les  dated p r i o r  t o  1942 - Transfer t o  State Archives f o r  continuing retent ion 

, 

NOTE. ?ape? records n i c r o f i h e d  i n  accordance with the State Records Committee approved Eicrograp5i: S t a d x i s  may !x 
may be destroyed, unless s p e c i f i c a l l y  prohibited by a h r s i t t e e  approved records retent ion s c k d r ; k .  
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STATE A p p l i c a t i o n  7 f o r  
Of 

GEOff i IA  RECORDS D I S P O S I T I O N  STANDARD ..Co.Ds Il..CD(,,l O,.,ll,O. 

1 State Board of Corrections 
Offsnder Administration 
Room 801-B. Trinity-Washington Building 

Margaret Peagin 

5 . m r . 1 . .  i l t , *  If. T r l  *" ,- u. 
Atlanta, Georgia 30334 I Records Supervisor I 656-3792 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  NO F U R T H E R  A C e U M U L A T I O N  A N T I C I P A T E D .  

7 . A C T I O N  REQUESTED AMENDS STANDARD # 225 

8 .Earliest & Latest 
Dates of Series 

, 1920-Date 

9. Exact Series Title 
Inmate Personnel Records 

1 u .  'What is the function of the office in which this record series is created? 
The administration and direction of the Discharge Detainer Programs for felon and 
misdemeanor inmates including the computation of time, production of inmates as a result 
of court orders and judicial actions, and the timely notification of all interested probation 
officials, courts and law enforcement agencies upon discharge or release of inmates. 

Initiate, administer, maintain, and control the official inmate personnel files on all 
incoming prisoners, the current prison population and non-custody prisoners (including 
Parolees and Escapees). 
Correctional System and to other State and Federal agencies. 
cross index system on all currently incarcerated prisoners and all personnel with prior 
incarceration in the Georgia Correctional System. 
data for various departmental, State and Federal reports. 
and teletype service to State institutions and outside agencies. 

j 

Classify, assign and transfer inmates within the State 
Maintains a locator and 

Maintains and compiles statistical 
Provides departmental mail 

1. This file contains the following documents (include form numbers and titles, if any, 
and file arrangement). 

Each inmate record contains a chronological history of the individual inmate from indictment 
by the courts, record of actions during incarceration and release from prison. 
records are required for frequent reference in support of law enforcement agencies, various 
claims, judicial quiries and subsequent incarceration. 

Records are retained in the Records Room, State Board of Corrections, until final 
disposition is determined (sentence iS satisfied). 

These 

(Remington Rand-Lektriv?r) 12'X 18" 
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13. Is t h i s  the Record Copy o f t h e  ser ies?  

1 4 .  Is  there  a duplication of t h i s  s e r i e s  i n  another of f ice  o r  agency? 

1 5 .  Is  the information contained i n  t h i s  se r ies  ever sufmnarized o r  published? 
Attach copy of summary o r  publication. 

16. Does the ser ies  contain c lass i f ied  informatiou requiring securi ty  handling? 
Ga. Code Ann. 77-307; Rules of the S ta te  Board of Corrections: 125-1-1-.05 

17. Does the  se r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? 

18. Could the function be performed if the  f i l e s  were l o s t  o r  destroyed? 

19. Is the  se r i e s  (o r  major portion of it) regularly microfilmed? If yes,  why? 

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  

21. Does the record se r i e s  contain documentation produced as EDP pr intout?  

22. Has the Federal Government issued instructions governing the  retention/dispo- 
s i t i o n  of these f i l e s ?  

23. W i l l  there  be a need f o r  these records 10, 1 5  years from now? If yes,  what? 
See No. 10 

24. REQUIREKNTS. The following requires the f i l e s  t o  be kept 25 years : 

a. []STATE b. [ ]STATUTE OF c. []AUDIT d .  []FEDERAL e .  PqADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(C i t e  Law, S ta tu t e ,  or other reason f o r  the r e t e n t i x i  reaicirementl 

25. AGENCY FECOMFENDATIONS. T h i s  agency recommends tha t  the f i l e  se r ies  be cut off a t  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER quarterly ,then: 

[ ] Hold i n  the current f i l e s  area month(s)/ year (s ) :  
[ 1 Transfer t o  [ 1 S ta te  Records Center [ ] Local Holding Area; hold yea r ( s ) :  
[ I Destroy. 
[ 1 Transfer t o  State  Archives for permanent retention. 
[ I Destroy immediately after cut-off. 
[XI Other: (Specify) . *-__ F i l e s  dated p r i o r  t o  1943 -- r e t a i n  iii S+atg'A&hives. 

F i l es  dated 1943 t o  1969 - upon release o f  inmate, withdraw f r o m  ac t i ve  f i l e  and place i n  in- 
ac t i ve  f i l e .  UDon exDirat ion o f  maximum release date. withdraw f r o m  inac t ive  f i l e :  Cut Of f  

quar ter ly  and t rans fer  t o  State Records Center. Hold'25 years and then destroy,except t h a t  fo 
Years ending i n  3 and 8 t rans fer  the  January f i l e s  t o  Archives f o r  permanent retent ion.  
F i l es  Dated subsequent t o  1969 - upon release o f  inmate, withdraw from ac t i ve  f i l e  and Place 
i n  inac t ive  f i l e .  Upon expi ra t ion o f  maximum release date, withdraw from inact ive f i l e ;  cu t  
o f f  quar te r ly  and t rans fer  t o  State Records Center. 
fo r  a l l  even numbered years t rans fer  the hnuarv f i l e s  t o  Archives fo r  o e m n e n t  retent ion.  

Hold 25 years and then destroy,excePt tha 


